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How do I fix change back on my Cash Journal? 
Example: Your Cash Journal shows a debit to cash with a Pay Reference of “Change Back.” Here’s how 
that happens: 
CYMS has the ability to make change. On the payment screen, if the New Amount Paid field is $50 and 
Total Paid field is $100, the system will give $50 change. This results in a debit to cash with “Change Back” 
as the reference. The New Amount Paid field is the amount of money the customer wishes to pay against 
his fees. The Total Paid field is the amount of money the customer is handing you. 
To Fix: If the Change Back entry is a mistake, go to Global Sales and make a Cash payment for the amount 
of the debit on your Cash Journal. For example, if the Change Back entry was a $100 (debit), make a $100 
cash payment. This creates a $100 credit on the Cash Journal and offsets the debit. 
 
How do I extend someone’s pass expiration date? 
In rare cases, you may need to extend someone’s expiration date on their pass. For example, a child’s pass 
is expiring on June 4, 2004 and the HH is PCSing on June 15, 2004. Rather than force the parents to re-
register and charge them a $15 re-registration fee through the Pass Renewal program, you decide to extend 
their pass through June 15 at no charge. 
Go to Files  Pass  Pass Member Maintenance. Look up and select the child. 
Highlight the pass you wish to extend and click Select. 

 
 
In the Current Expiration Date field, enter the new expiration date. You should also make a note of why you 
are extending this person’s pass in the Comment box. Then click Done. If applicable, repeat the above 
steps for the child’s CY-MZZ pass. 
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This same process can be used in the event that the Current Membership Date was entered incorrectly 
during the Pass Registration. On the Pass Detail screen, you would adjust the Current Membership Date 
field and the Current Expiration Date field. 

Note: The Pass Member Maintenance program should NOT be used in place of the Pass Renewals 
program. Pass Renewals must be used for re-registration. 

 
How do I suspend an installment bill? 
Sometimes it is necessary to suspend billing on a program. For example, when school is done for the year, 
the before and after school children typically sign up for summer camp. While summer camp is taking place, 
you want to stop billing households for their before and after enrollments. 
Note: This process should be run after the last valid billing for the program being suspended. For example, 
camp starts on July 8. The before and after billing will be run on July 1. After the July 1 billing, you would run 
the suspend process on the before and after classes. 
For more information on the entire summer camp process, refer to the Camp document. 
To suspend billing on a program, go to Period End  System  Install Billing Status Update. 

• Begin Name – Should be <blank>. 
• End Name – Should be ZZZZZZZZZZZZZZZZZZZZ. 
• Range and Browser – Should be selected. 
• Billing Status Option – Suspend should be selected. 
• Date to Restart Billing – Leave this Blank. This is only relevant if using the Restart Billing 

Option. 
• Modules to Include – Select Activity Registrations. De-select all others. 
• Print a Billing Change Log – Select this option to print a listing of all the people you whose 

billing you suspended. 
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Your screen should look similar to the following screen shot. Do NOT click Process yet. 

 
 
Before processing, you must go to the details screen. Click Details>>. 
In the Beg Actv/Sec field, enter the program you wish to suspend. In the End Actv/Sec field, enter the last 
section you wish to suspend. All activities between the beginning and ending section will have their billing 
suspended. If there are programs between the beginning and ending section you don’t want included, you 
must run this process for each class separately. 
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Your screen should look similar to the following: 

 
 
Click Process. Click Yes to continue. Click Print. This will suspend billing on the program(s) you selected. 
Households will not be billed for this/these programs until the Restart Billing process is run. As a result of 
running this process, a memo will be generated in the affected households’ Transaction History indicating 
that installment billing was suspended. 

 
 
How do I restart an installment bill? 
If you suspend billing on a program, at some point you will probably want to restart it. 
To restart billing on a program, go to Period End  System  Install Billing Status Update. 

• Begin Name – Should be <blank>. 
• End Name – Should be ZZZZZZZZZZZZZZZZZZZZ. 
• Range and Browser – Should be selected. 
• Billing Status Option – Restart should be selected. 
• Date to Restart Billing – Be careful here. If, for example, camp ends on 8/19, we recommend 

restarting the billing on the before and after classes on 8/15, with the idea that you will need to 
adjust fees after the 8/15 billing. If you don’t adjust the fees, you will be overcharging those 
children on their before and after classes. If camp ends on 8/7, we recommend restarting the 
billing 8/1. Again, you will need to adjust fees. The Restart Billing Date must always be the 1st 
or 15th of the month. 

• Modules to Include – Select Activity Registrations. De-select all others. 
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• Print a Billing Change Log – Select this option to print a listing of all the people you whose 
billing you restarted. 

Do NOT click Process yet. Your screen should look similar to the following: 

 
 
Before processing, you must go to the details screen. Click Details>>. 
In the Beg Actv/Sec field, enter the program you wish to restart billing on. In the End Actv/Sec field, enter 
the last section you wish to restart billing on. All activities between the beginning and ending section will have 
their billing restarted. If there are programs between the beginning and ending section you don’t want 
included, you must run this process for each class separately. 
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Your screen should look similar to the following: 

 
 
Click Process. Click Yes to continue. Click Print. This will restart billing on the program(s) you selected. As 
a result of running this process, a memo will be generated in the affected households’ Transaction History 
indicating that installment billing was restarted. 
 
How do I change a household ID? 
For example, the household ID (which should be the sponsor’s SSN), was entered as 123456789, but it is 
actually 123456798. 
Go to Utilities  System  Household Utilities  Household Transfer/Merge. 
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In the From H/H field, enter the wrong SSN (123456789) 
OR 
Click in the From Household browser and begin typing the last name of the sponsor. Double click on the 
sponsor—the From H/H field will be updated. 
In the To H/H field, enter the correct SSN (123456798). 
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Your screen should look similar to the following: 

 
 
Click Transfer. Click Yes to continue. When the process is complete, click OK. Click Exit to return to the 
Main Menu. 
Do NOT use the Full Merge or Partial Merge options without assistance from VSI. 
 
How do I find out how much an agency should be reimbursing my center? 
Go to Reports  System  System Financial Reports  Pay Code Summary Cash Report. 
Highlight the agency pay code in the Pay Code browser. Select the Browser Only toggle. 
In the Drwr Range fields, enter your center’s drawer range. In the Date Range fields, enter the date range 
you wish to report on. In the Time Range fields, accept the default (00:00 thru 23:59). In the Rcpt Range 
fields, accept the default (0 thru 9999999999). 
Select the Print Detail option to show the household(s) that paid with the Agency Pay Code for the selected 
ranges. Select the Beg/End Times Are Fixed option. Select the Print Pay Codes as Descriptions option. 
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Your screen should look similar to the following: 

 
Click Print to print the report. 
The Pay Code Summary Report shows every time the selected agency code was used as a method of 
payment and the net amount of those payments. It shows the pay code, date and time the customer made 
the payment, receipt number, drawer, user, household, pay reference, and the amount. In the Grand Totals 
section at the bottom of the report, the amount the Agency owes you is listed in the Net Amount column. 
Click Exit to return to the Main Menu. 
 
How do I process the agency reimbursement check when it comes in? 
When the reimbursement check arrives, go to Period End  Global  Global Misc Inc/Exp Postings. 
Select the Misc module option and click Post Details. 
On the Misc Income/Expense Posting screen, click Add. 
In the Posting Date, enter the day you received the check. In the Amount field, enter the amount of the 
reimbursement check. Select the Income for the Posting Type. In the Description field, enter a description 
(e.g., Red Cross January Reimbursement). 
In the G/L Code field, you will enter the receivables account that offsets the agency pay code that is 
reimbursing. In the Army, this is the 140 account. 

Note: To find the correct GL Code to post to, go to Files  System  Finance Code Maintenance  
Payment Code Maintenance, and look in the G/L Code Column—use the G/L code for the appropriate 
Agency. 

Right-click in the Cost Cntr field, highlight the appropriate Cost Center, and click Select. In the Notes field, 
enter any notes you wish to make about this particular posting. 
In the Pay Code field, enter the pay type the Agency used to reimburse you—typically, 1 (Check). The User 
field will default to the user that is logged in. The Drawer field will default to the user that is logged in. 
Your screen should look similar to the following: 
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Click Post. 
Note: Finance will need to see these transactions, so you MUST run a Cash Journal, GL Distribution Report, 
and DAR at the end of the day. 

If you need to make any changes to this posting, highlight it and click Change. Make your changes, then 
click Post. If you need to delete this posting, highlight it and click Delete. 
Click Exit to return to the Main Menu. 
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